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INSTRUC‘HONS Su Publication No 76—RM—1 for instructions on eompletmg thas form. Forward signed original to
Department of Archives and History, Records Managemant Division, 330 Capitol Avenue, At!anta Georgia, 30334,
Attention: Scheduling Sectlon.
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B | Atlanta, GA 30334 | UL gsazes § OCT O 198
Puwntocﬁﬁﬁct - _ | Worklng Titlc o R *Tclcphone'ﬂumbar ]
Debbie RJ.chardson Con‘gputer Operatlons Supervisor 656—- 2100
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8. [0 Estaonsn Retention Schedule; racord will continue to accumulate
b. [ Disposs of pressnt accumu.gaticgz no furthar sccumulation anticipated.
¢. ¥ Amend Applicstion NG, per e . Check One: &} Change; (] Supercede; O Void
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4. Dates of Series 5. Reeorm +s Series Title (followed by title used in office; if diffsrant)

Eartiest Latest

7/1/81 LTO Date First—tmme appllcatlon Batch Reports .
I'6. Division and Office Function - What is the function of the Division and the Office in which t this record series is created? o

The Agenhts Licensing Division is reSpon51b1e for the legal licensing of agents, oounselors,
brokers and adjusters for all classes of insurance by strict enforcement of the E
quallflcatlon requirements for all applicants. :

The Computer Operatlons Section is responsible for batching and processing first-time
license applications, renewals, certificate of authority request and annual listings, re-
examination permits, permit renewals, bad checks, redeposits and refunds and balancing
such with the fiscal department. The section also processes all insurance examinations
and issues and prints licenses, failure notices, perrnlts and letters of certlflcatlon/
clearance 1etters to agents applying for licenses in other states.
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7. Record Series b«iaiption Thss file contains the foilowing documents (inciuda form numbers'and tftles if any}
Attach samples of the file.

Documants relating to: fees paid for individuals applying for insurance licenses
sponsored by a specific insurance carpany

included are: - Batch Control Sheets, Batch Balance Lists and Batch Extract Lists
 Fileis amngaa: chronologically by Fiscal Year; thereunder numerlcally by
= . - a_551gned Batch nurnber., T .
8. Momhty H!fnnnco Rats “I-l“o‘wiv‘bften are records referred towhichare: T T T e mmmeses g
One to six months old 1,_2“.% -; Seven to tweive months old .__.,6ﬁ — = Thirteen to twenty-four months old ._3‘._“ .

twenty -five months and older___ ul. .

19, Annuai Rate of Accumulation of Records
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_Jinot, wherg is it?

or certificates of authority.

|
X b. Boes the series contain confidential information requiring ncuntv handling? If yes, cite Iaw or rtgulmon.
X1 c. is this s vitat record? T ]
X'|_d. Does this saries hava historical or long term research vatue? i)
X . When one or two documeﬁts in the file make it necessary to keep the entire ﬂIo for a long poriod could these'
! mmmmmm:uﬂv? i e
X | %, 1s the information cantained in this saries ayar oublished? If ves. attach ooy, i I
X | g. s the information contained in this serles ever analyzed and/or recordod in a summarized report? '
if ves, attach coov, S .
X h. Is there a duplication of this saries in your office, or in another ofﬂu or mncy?
If ves, where? ——
X |1 15 this series for.a maior pertian of it) tequtarly micrafilmed? -
X i.Does the racord series result in a computer printout? . =
‘| 11. Retention Requirements The following requires the series to be kept:
a. State Law 9 years. d. Audit period 1 _.years.
b. Statute of limitation 2. years. e. Administrative need 3 _.years.
¢. Federal law 0 __years. 0 years.

* See attached sheet

Attach copy or excerpt of laws or regulations. Explain administrative need.

Information is needed to verify receipt of payments, and for reference in the event a certifi-
cate is not renewed in one year, but renewal is requested in a subsequent year. Also used in
the event legal action is initiated against agents who have not acquired the proper licenses

f. Federai retantion instructions

12. Apuroved Disposition Instructions

,___..__,

This agency recommends that the file series be cut off at the end of esch:

Eas St

O Calendar Year; (X Fiscal vear; O Other then,
& Hold in the current files ares 6 —month(s) ... ysar(s); then
Q) Transter to local holding area, hold ___ ____..__year{s); then -
@ Transfer to State Records Center; hold _2_1/2___year(s); then
&} Destray.
O Transfer to State Archwes for pormunent retention.
Q Other {Specify)
These instructions apply to all prior and future accumulations of the series.
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APPLICATION FOR RECORDS RETENTION SCHEDULE Do AT O ARCITVES ANb STATE
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F INSTRUCT IONS: See Publication No. 76—~QM~—1 for instructions on completlng th:s form. Forward signad original to”
Department of Archives and History, Records Management Division, 330 Capitol Avenue Atlanta, Georgia, 30334,

Attention: Scheduling Section.

s s T - e e e S

_FOR AGENCY USE _ 1. Agency Mdm, ' ‘ FOR neconos MANAGEMENT Us! |

[ Appication Date ' - Office of the Comptroller General Application Number

- Insurance Department . 82. 5 L\.L\.

Agents Licensing Division

PURRIET

Appiication Numbsr Room 132 State Capitol : Date Racaived " Dete Comptetsq
_Atlanta, Georgia 30384 | 0CT 71s2 |'0CT 251982
2, Person to Contact o Worklng Tstle Tolephom Number
Angela R. Watkins Pr1nc1pa1 Clerk 656-2100
3. Action Requested » ST T
a. (% Estapusn Retention Schedule; ’ecord will contmue to accumulate.
b. [ Disposa of present accumulation; no further accumulation anticipated.
| _c._ O Amend Apolication No, Check One: [] Change; ([J Superceds; ] Void _ _ o B ]
4. Datas of Series 5. Hecords Smes Title (followsd by title used in office; if different)
Earliest . Latest '
PRI Eir
| 7-1-81 4Lé=@” 82 First Time Insurance Application Batch Control Sheets =
6. Division and Of'fla Function What is the function of the Division and the Office in which this record series is created? R

The Agents License Division is responsible for processing
applications and issuing new agents' licenses and renewing permanent
licenses; examining agents, conducting pre-hearing conferences;
and for preparing certificates for agents being licensed as
non-residents in other states and accounting for all Agents
Licgnsing and Certificates of Authority fees.
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7. Record Series Dosarlptlon This flle oontalns the foliowmg documents (mclude form numbers and t.'tles if any}
Attach samples of the file.
Documentsrelatingto:  *  Fees paid by Individual Agents or Individual Insurance

Coppanies to sponsor said agents to take the Georgia i
Insurance Exam(s).
Included are: . . .
Top Sheets with Batch number, Batch Control Sheets,
Batch Balance List Status Sheets,

VY |
File isarranged: Chronologically by Flscal Year; thereunder numerically by assigned
s Batch number. oo . e e AL
8 Monthly 'Reference Rate How often are records refefred to which are: e e oo
One to six months old 6 —___; Seven to twelve months old ___5 6 -~ .; Thirteen to twenty-four months old ...3~. i
twenty-five months and older___ ~ ..7 - £
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9 Annual Rate of Accumulation of Records ' .
A l Letter-size drawers womemrme; LOGAl-size drawers . ;Shelves____ _______;Other (spaafy} 6 _Cubic Ft,
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| ves | no | 10. Questionnaire (Place an “X" in the proper column) e e .._-A‘_-,fw__h-‘,,,%.,j,.:f.,-m<_j
X . Is this the official copy of the series? . _ - ﬁ
| T S _,LNQL whereisit? e e e e e ¥
X b, Does the series contain cor‘fldentzal mformatmn requiring security handlmg? If yes, cite law or regulation. ) _ \“\
[ [ x| c isthisavitalrecord? e h
x | d d Does this series have hlstorial or long term’ research value? e s ]
X . When one or two documents in the file make it necessary to keep the entire file for a |ong period, could thesa
L L _1 ___ documants be scheduled separatslv? . D TON SR e R
L X 1 _f. _Is the infarmation contained in this series ever nubltshed? lf ves. amch oav. O
X g. s the information contained in this series ever analyzed and/or racordsd ina summarizod rcport? '
If ves. attach copy. S
: X ¢| "h. 15 there a duplication of this series in your offiee orin anothef off;ce or agencv? '
|1y Myeswhere? e S
[ 1 X1 _i. 1s this series (or a maicr nortion of it) reqularly microfilmed? . — . _ . |
LX | | _i._Does the record series result inacomouterorlntout? ____ oo
11. Rﬂentm Requirements .?The following requires the series to be kept. .
a. State Law —_—me— —, Y@ATY, d. Audit period _._...._]:._.._._.- - —wYears.
b. Statute of limitation —_—e . YRAFS, e. Administrative need — e .._Years.
¢. Federal law - .years, f. Federal retention instructions . .. _ . years.
Attach copy or excerpt of laws or regulations. Explain administrative need. Cot FJooee o ‘B -y
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12. Apuroved D}spositioh Instructions - Th:s agency recommends that the file series be cut o orf at the end of each:
S ) = Calendar Year; B F:scal vear; O Other . . _then,

O Hold in the current filesarea . _ ___month(s) —_______ year(s): then
(O Transfer to local holding area, hold .. . .._.____year(s); then

M Transfer to State Records Canter; hotd 3. . ____year(s): then

Destroy.

O Transfer to State Archives for permanent retention. !

[ Other (Specify) |
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These instructions apply to ail prior and future accumulations of the serias.
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4 C
Addition to item 11b. '
! ' .a 7 '
These files can be used in the event a person is charged with selling insurance
without the proper licenses or authority: The charge, according to 0.C.G.A.
33-5-3, would be a misdemeanor. According to O. C. G. A. 17-3-1, the statute
of limitation on a misdemeanor is two years.

(The above alteréiion to the schedule was made by Harmon Smith and Charles
Saxon based on authority granted to Harmon Smith by the Comptr~ller General's
records officer Mickey Anderson in a telephone conversation July 30, 1985.)
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